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1. FM030 Purchase Request Screen 
 
The FM030 Purchase Request Screen is used to record requests for the purchase of goods 
and/or services.  The FM030 can be used to record requisitions for Funds Reservations 
or Commitments depending on whether or not the requesting fund is set up in CFS to 
record commitments.  If commitments are being recorded, the approved FM030 in CFS 
will trigger a general ledger posting to record the commitment, will validate the 
Accounting Classification Code Structure (ACCS), and will draw down available funds 
for the amount of the requisition.  If Funds Reservations are being recorded rather than 
commitments, no general ledger posting is triggered and the available funds are not 
drawn down for the amount of the requisition, but the ACCS is validated in CFS.    
 
The FM030 is displayed below: 
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Figure 1 FM030 Purchase Request Screen
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M030 Control Block Field Descriptions 
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        Figure 2 FM030 Control Block 
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Req #  
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Definition
 
Attributes

 
This field identifies the document type, i.e., POREQ for 
Purchase Order Requisition. 

 
Required. 
List of Values 
(LOV) 
Available 

 
This field displays whether a change order, i.e., 
modification (MOD) to a request on the Purchase Request 
Change Screen (FM014) has been processed.  Valid values 
are Y for Yes and N for No. 

 
Derived 

 
This field displays the document number of the 
commitment/funds reservation associated with the 
document source and type. 
 
 

 
System-
generated 
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Field Name

 
Definition

 
Attributes

GL This field displays the general ledger period for the 
transaction.  Defaults to the minimum open accounting 
period for the transaction date. 

 
Required 
LOV Available 

 
FY 

 
o-digit designation for the fiscal 

year, i.e., 06 for 2006.  Defaults to the current fiscal year. 

 
Required This field displays the tw

 
otal $ 

 
his field displays the total document value which 

 total of al

 
erived T T

represents the l line items. 
D
 

Feeder Sys: 
No 

 
prizon.Req #). 

ble 

ystem 

This field displays the document number from the Feeder
System – (i.e. C-STARS Com

Non-Entera
passed from 
Feeder S
 

Feeder Sys: 
Mod# 

OD) rable 
m 

Feeder System 
 

This field displays the document modification (M
number from the Feeder System – (i.e. C-STARS 
Comprizon.Req #). 

Non-Ente
passed fro

Feeder
Source 

 Sys: d the erable 
 

This field identifies the Feeder System that passe
transaction – (i.e. C-STARS Comprizon.Req) 
 

Non-Ent
passed from
Feeder System 
 

Doc Date his field displays the date the commitment document or 
hange order was issued. 

ystem-
enerated 

T
c

S
g

 
Ref 

 
This field displays the value for a supporting external 
document.  

 
Optional 

 
Effective 
Dates 

 
This field displays the effective dates of the commitment 
document. 

 
Optional 

 
Status 

 
This field displays the status of the commitment doc
Valid values are OPEN for new trans

ument.  
actions, CANCEL for 

documents that have been disapproved, and CLOSED for 
documents that have been obligated or closed through an 
administrative modification. 

 
Derived 

    
As Of 

 
This field displays the date the commitment status was erived 
updated.   

 
D

 
Bureau  

 
This field displays the unique bureau code that identifies a 
bureau within the Department of Commerce. OV Available 

 
Required 
L

 
Name 

 
This field displays the name of the bureau. 

 
Derived 

 
Cont Ofc his field displays the contracting office code for the 

mmitment document. OV Available 

 
T
co

 
Required  
L
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Field Name

 
Definition

 
Attributes

 
Vendor: 
No/Vendor er and address ID. LOV Available 
Name 

 
These fields identify the vendor which consists of the 
vendor numb

 
Required 

   
 
Fedstrip  rable 

 
This field displays FEDSTRIP information for the 
commitment document. 

 
Non Ente
 

Notes Optional 
Pop-up window 

This field displays 240-character notes or comments about 
the on-line request. 

 
Attachs his field allows the user to reference the directory location ptional 

 
T
of supporting documentation. 

 
O

 
Routing isplays the document approval routing. equired 

 
his field dT

 
R
 

 
Reserve are being 
Funds 

 
 checkbox indicating whether reserve funds A

used for the commitment document.   

 
ptional O

 
 
Override 

 
A checkbox indicating whether a funds override is 
requested for the commitment document if the transac
does not pass funds availabilit

tion 
y checks.   

 
Optional 

 
pproved 

 
 checkbox indicating if the document has passed all equired. A A

system edits and validations. 

 
R
 

 
By 

 
This field displays the name of the person who applied the 
approval. 

 
Derived 

 
Date his field displays the date of the approval. ystem-

 
T

 
S
generated 

 
Originating  originated the equired 

ilable Office 

 
This field displays the Line Office that 
commitment 

 
R
LOV Ava
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FM030 Line Item Detail Block Fem Detail Block Field Descriptions 
 

M030 Line It ield Descriptions 
 

 
Figure 3 FM030 Line Item Detail Block 
 
 

 
Field

 
Figure 3 FM030 Line Item Detail Block 
 
 

 
Field 

 
Definition 

 
Attributes 

 
Line Item # 

 
This field displays the item number. 

 
Derived 

 
CLIN # 

 
This field displays the contract item number and is 
supplied by the Feeder System (i.e. C-STARS). 

 
Non-Enterable 

 
Item Type 

 
This field displays the item type, i.e., SERV for 
Service, GOODS for Goods, etc. 

 
Required 
LOV Available 

 
Commodity  

 
This field displays the commodity code of the 
item. 

 
Required 
LOV Available 

 
Fedstrip 

 
This field displays FEDSTRIP information for the 
item. 

 
Non-Enterable 

 
ITBP #  

 
This field displays the IT Business Plan number  

 
Non-Enterable 

   
 
Status 

 
This field displays the status of the item.  Valid 
values are OPEN for new transactions, CANCEL 
for documents that have been disapproved, and 
CLOSED for documents that have been obligated 
or closed through an administrative modification. 

 
Derived 

Date  
This field displays the date the line item status was 
updated.   
 

 
Derived  
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Field Definition

 
 

 
Attributes 

Part # This field displays the manufacturer=s part number, 
if applicable. 

Optional 

   
 
Stock # 

 
This field displays the inventory stock number, if 
applicable. 

 
Optional 

 
Inventory:  

 
This field displays the inventory quantity of the 
item.  This field can only be accessed if a stock 
number for the item has been entered. 
 

 
Non-Enterable 

 
Inventory: U/M 

 
This field displays the inventory unit of measure of 
the item.  This field can only be accessed if a stock 
number for the item has been entered. 

 
Non-Enterable  

 
Emp Name 

 
This field displays the name of the contact person 
associated with the item, if applicable 

 
Optional 
LOV Available 

 
Emp # This field d

contact person associated 

 
isplays the employee number of the 

with the item, if 
applicable. 

 
Optional 
LOV Available 

   
Description This field displays information about the line item Optional  

 

) 

fo 
er 

fo optional)   

Other < > This field displays additional information about the 
request including the suggested buyer, delivery 

ate, point of contact, and depreciation ACCS. d
(See Figure 4 – Other Pop-up Window for details
 

Delivery POC in
required (All oth
in
 

F Notes This field displays notes about the requisition 
passed

equi
 from the Feeder System – i.e. C-STARS 

sition  

able 

R

Non-Enter

 
Quantity eld displays the requested quantity of the Required 

 
This fi

em. it

 

 
Unit his field displays the unit of measure of the item. equired 

ilable 

 
T

 
R
LOV Ava

 
Unit Price Required 

 
This field displays the unit price of the item. 

 

 
Item Total 

s 

 
Derived 

 
This field displays the total amount of the item.  
This value is calculated based on the quantity time
the unit price. 

 
ACCS isplays the accounting information for 

e commitment/funds reservation. (See Figure 6 - 
CCS for details) 

Required 
Pop-up window 

 
This field d
th
A
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Other Information Pop-U
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

p Window 

 
 

 
 
Field 

 
 
Definition 

 
Attributes

 Figure 4  FM030 Other Information Pop Up Window 

 
Suggested Buyer 
Code 

e award. 

al 

Selected Buyer 
Name

he name of the procurement 
specialist suggested to handle the 

 

Optional 

Suggested Buyer 
Phone 

Requested 
D

he goods/services requested Required 

This employee number of a 
procurement specialist suggested to 
handle th

Option

 
T

award. 

 

The phone number of the procurement 
specialist suggested to handle the 
award. 
 
The date t

 

elivery Date are required  
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Delivery Point of This field provides information on the 
yee  

 

Required  

d No This field provides the Employee No 
of the person who receive the goods or 
services. 

Required 
LOV available 

echnical Point of Contact This field provides information on the 
employee who will provide technical 
assistance  

Optional 
 

roperty Custodian This field identifies the employee 
responsible for tracking the property 

Optional 

ther Line Item Information Pop-Up Window 

Contact requesting emplo

I

T

P

 

O
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FM030 Purcha
 

ACCS Pop Up W

 
 

 
 

 

 

 
 
 
 
 
 
 
 
 
 

Field

FM030 
 

indow 

 

 

 

 

 
 
 
 
 

 

MDL 
 
 
%                 

Qty 

 
$ 

ACCS 

Figu
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Definition 

 
Attributes 

Multiple Distribution Line – the 
accounting classification information  
 
Total percentage of the MDL to be 
charged to the MDL 
 

Required  
 
 
Required 

The quantity request for this MDL  
Required 

 
The amount for this MDL 
 

 
Required 

The ACCS for this MDL Required 

re 6 FM030 ACCS Pop Up Window 
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Field Definition
 

 
 
Attributes 

Funds 
Avail 

Indicates whether the MDL has passed Non-Enterable 
funds availability checking  

Override Indicates whether funds override was 
used for this MDL 
 

Non-Enterable 
 

F Notes Feeder System Notes  Non-Enterable  
 

Acceptance 
Employee 

The employee number for the 
employee who will receive/accept the 
item  

Required 
 
 
 

F MDL# Used to track the MDL # for this item 
in the Feeder System  

Non-Enterable 

Receiving 
Office 

The location where the goods/services 
will be delivered  

Required 
LOV Available 
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Ent 0: 
 
Perform the following steps in orde rchase Request 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ering a Purchase Request on the FM03

r to enter a Pu

           

Step Action 
 

1 
 
Select the Purchase Request/FM030 option from the Navigator Menu (FM – 
Funds Management, Transactions) and double click to display the screen.  

2 Enter the obligation document type in the Doc Type field or double click 
to select from the List of Values (LOV) 

3 Tab through the G/L End Date field and verify that the current General 
Ledger period appears. 

4 Tab through the FY field to display the current fiscal year. 

5 Enter the Bureau or double click to select from the List of Values (LOV) 
 

6 Enter 9999999999 9999 No Suggested Vendor in the Vendor No - Vendor 
ID fields.  If you have a suggested vendor, double click and select the 
appropriate vendor number and vendor id from the List of Values (LOV).  
This option will populate the Vendor# and Address 
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Step Action 

7 Tab or click to the Contract Office Code Field. Enter the Contract Office 
 Chose Contract Code or Double Click and chose from the List of Values.

Office Code.   
NOTE:  The Contract Office Code is used to enable either Finance or the 
Grants Management Division to pull the FM030 requisition details into 
the FM040/FM041 to create the undelivered order and record the award 
of the Grant, Small Purchase or Contract Award, or Interagency 
Agreement.  

 
 For Grant Requisitions always use “GT”  
For ALL other Requisition types always use “XX” 

 
 

8 Tab or click to the Notes Field. Enter information into the Notes Editor. 
Click Ok to save information.  

 
9 Tab or click to the Attachs Field. This will allow you to reference the directory 

location of supporting documentation. Click PREV to go back to the FM030 
control block. 

10 Tab past the Routing Field. Enter the Originating Office Field or Double 
Click the Originating Office Field for a LOV List of Values. Chose 
Originating Office. Click OK 

11 Click NEXT to enter into the FM030 Pg.2 Detail Block. Enter or Double 
click for LOV List of Values for Item Type. Choose Item Type and hit 
enter. 

12 Choose the Commodity by entering or use LOV List of Values and make 
selection. 

13 Enter or Tab past the Part#, Stock#, Inventory, EMP Name, EMP#  
fields or enter appropriate information.   

14 Enter or tab to Description. Ente e item. r information about lin

15 Tab or Double Click into the Other Information Pop Up Window. This 
will allow you to enter additional information about the request. Such as 

ed Delivery Date field. 
suggested buyer, delivery date, point of contact and depreciation ACCS. 
Enter the appropriate date in the Request

16 Tab or click to the Delivery Point of Contact. Enter the Employee No of
the person to receive the

 
 goods or services or choose from the List of 

op Up 
Window or Click NEXT to go to Other Line Item Information Page. 
Values (LOV). Click PREV to exit the Other Information P

17 Note:  If  Equipment is used as Item Type you must fill out the Useful 
Life Block Field in the Other Line Item Information Page. Enter estimated 
amount of years for the piece of Equipment. Click Ok to save information. 
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Step Action 

18 Tab or click and enter the Quantity requested  
Tab or Click the Unit of Measure. Enter Unit of measure or use LOV List
of Values and s

 
elect Unit of Measure.  

19 
 

Enter the Unit Price. Item Total $ will automatically populate. 

20 Enter o will populate MDL 
Multip d for the 

DL. E

r Tab to ACCS in the Line Item Block. This 
le Distribution Line. Enter the Percentage amount use

nter or tab past the Quantity. M

21 Tab to the ACCS Line. Double Click to change the Default Accounting 
Line. 
Choose ACCS and User Defined # and  press SAVE to store changes. 

22 o Acceptance Employee Number. This is the employee Enter or Tab t
who will receive/accept the item. 

23 Enter or tab to Receiving Office Block. Enter in the Information or use 
List of Values (LOV) to choose the Receiving Office where the 
goods/services will be delivered. 

24 V Button. This will take you back to the FM030 Control Block. Click PRE

25 
 

Enter/Tab or Click Approved Field and enter Y and Press TAB or Enter
Checking Funds Availability Screen will Pop-Up. The Y should be 
Grayed once completed and Approved. 
 
 

. 

26 After approval the FM030 will be routed on the WF002 to the 2nd level 
approver. 
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